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1.0 PENGENALAN KEPADA OFFICE 365

Office 365 merupakan kombinasi Microsoft Office Desktop dengan cloud Office 365 (termasuk
Microsoft Exchange Online, Microsoft SharePoint Online dan Microsoft Office Web Apps).

Antara pelayar yang boleh digunakan ialah :
* Internet Explorer 10 (Windows 7 & 8)
* Internet Explorer 9 (Windows 7, Vista SP2)
* Internet Explorer 8 (Windows 7, Vista SP2, XP SP3 32 bit, XP SP 2 64 bit)
= Firefox — Versi terkini

= Chrome — Versi terkini
= Safari — Versi terkini

Untuk mendapatkan maklumat lanjut berkaitan microsoft 365, sila rujuk pautan web:

https://www.microsoft.com/en-my/

] Office 365

Work of tchool account

[ Keep me signed in
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2.0 CAPAIAN KEPADA OFFICE 365

1. Untuk membuka Office 365, akses link berikut di browser : http://portal.office.com

] Office 365

Work or schoal account

2. Masukkan username (staf)= <id emel>@upm.edu.my
Masukkan username (student) = <id emel>@student.upm.edu.my

3. Kata laluan (password) = laksana self reset password
klik “can’t access account” seperti di bawah

J Office 365

Work or school account

ﬁ hashimah@upm.edu.my
hashimah@upm.edu.my
Password

Keep me signed in

m Back First Time Login
Clickitekan disini untuk

self reset password

Can't access your account?
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3.0 SELF RESET PASSWORD

1. Masukkan alamat emel anda di ruang User ID
2. Masukkan karakter yang terpapar di skrin
3. Tekan butang (button) Next

Microsoft

Get back into your account

Who are you??

To recover your account, begin by entering your user ID and the characters in the picture or audio below.

* User ID:

I hashimah®@upm.edu.myl

Example: user@contoso.onmicrosoft.com or user@contoso.com

g
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[

Enter the characters in the picture or the words in the audio.

Next Cancel

4. Masukkan Verification anda dengan memilih kaedah (method) yang
diberikan.

Get back into your account

wverification step 1 > verification step 2 > choose a new password

Please choose the first contact method we should use for verification:

Email my alternate email In order to protect your account, we need you to enter your complete mobile
pPhone number (¥ ** ¥ ¥ ii*k*xx02) below. You will then receive a text message

N with a verification code which can be used to reset your password.
& Text my mobile phone

Enter your phone number

Ccall my mobile phone

Cancel
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4.0 INSTALASI OFFICE 2016

¥ Install Office 2016
1. Seterusnya, klik i =3 sekiranya staf ingin dapatkan software

Office 2016.

Office 365

Good afternoon, Mohd Amizam

2. Paparan berikut akan dipaparkan. Klik butang (button) ontsh

Just a few more steps...

@ Click Run O Say "yes" © Stay online

Find it at the bottom of the screen or Find it at the bottom of the screen or After installation, start Office and sign in

press Alt+N. press Alt+N with the account you use for Office 365:

mohd.amizam@staf.uitm.edu.my.

Run Save | ¥ Cancel x
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4.0 INSTALASI OFFICE 2016

3. Setelah butang (button) Run diklik, perisian Office 2016 akan dimuat turun (download),

T7% of setupo365proplusretail x86.en-us_b_32_.exe downloaded 17 sec remaining Cancel View downloads b

dan paparan berikut akan dipaparkan:

w3l x e o= T
S aE

Installing Office

@

You're all set! Office is installed now
Click Start > All Apps.

Close |
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4.0 INSTALASI OFFICE 2016

4. Setelah Office 2016 telah berjaya dinstal, paparan berikut akan dipaparkan.

You're all set! Office is installed now
k Start > All Apg

Close

Maklumat lanjut dan video panduan intalasi boleh diakses di alamat ini :

https://support.office.com/en-us/article/Install-Office-on-a-PC-1d8e1b2f-94db-443¢c-8481-
9ba55ffd7f2a?ui=en-US&rs=en-US&ad=US
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5.0 APLIKASI-APLIKASI OFFICE 365

Menu utama Office 365 akan memaparkan jenis-jenis aplikasi yang disediakan.

# Office 365

Good afternoon ¥ Install Office 2016

Search online documents Other installs

e 0 & B & €& @ & & @

OneNote Class Notebook Mail Calendar Sway PowerPoint Excel OneDrive Forms

M B & B Y 0 @

Security &
Compliance

Planner People SharePoint Delve Newsfeed Yammer PowerApps

TR TR

Flow Teams Dynamics 365 Admin

Maklumat lanjut mengenai setiap perisian (software) ini boleh dirujuk di laman web:

https://products.office.com/en-us/business/explore-office-365-for-business
https://support.office.com/en-us/article/Meet-the-Office-365-app-launcher-79f12104-6fed-
442f-96a0-eb089a3f476a?omkt=en-US&ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Set-up-Outlook-for-Office-365-cb5bf69a-ee24-4 bff-
a568-0cbbd52ab8a7?ui=en-US&rs=en-US&ad=US

Sekiranya terdapat cadangan dan pandangan bagi penambahbaikan manual pengguna ini,
boleh emelkan kepada: idec_bpg@upm.edu.my. Terima kasih.
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